	[image: A picture containing icon

Description automatically generated]

	Involvement Project Administrator
Housing Services
Job Description                              Ref: 1091



	BHT Sussex
	
	October 2022



Job Summary
· To play a key role in supporting and encouraging client and tenant involvement across the organisation.
· To support the development of existing and new involvement opportunities at BHT Sussex client services.
· To support and mentor staff, clients and tenants to achieve these objectives.
· To work in partnership with Involvement Officer to assist managers and frontline staff in promoting a strong culture of involvement across all services.
· To take BHT Sussex forward in our aspirations for involvement across the organisation.
Responsible To
· BHT Sussex Client and Tenant Involvement Officer
Responsible For
· N/A
Duties / Responsibilities
1. To assist Involvement Officer in acting as an advisory central co-ordinator for involvement at all BHT Sussex Projects, motivating and supporting staff to embed involvement in their day-to-day activities. 
2. To work in line with the agreed action plan identified in the BHT Sussex Service User Involvement Strategy Document, meeting all targets as required.
3. To assist Involvement Officer in managing a range of involvement options for tenants and clients. 
4. •	To support the development of existing and new involvement opportunities at BHT Sussex client projects under the guidance of and with the assistance of the Involvement Officer.
5. To assist in ensuring that the views of clients/tenants and the principles of involvement are reflected in the design, production and delivery of BHT Sussex services, policies and procedures.
6. To assist Involvement Officer in developing new involvement initiatives, including involvement in staff recruitment across services, Digital Champions, and a BHT Sussex digital tenant conference. 
7. To facilitate and arrange access to involvement opportunities, developing alternative ways in which to involve tenants and clients, particularly for those groups who are less likely to engage. 
8. To assist the Involvement Officer in the delivery of BHT Sussex’ Annual Snapshot Survey for clients and tenants, including design, promotion, data collection using survey monkey tools, analysis and production of the final report.    
9. To assist with the production of four tenants’ newsletters each year, both paper and digital, working with staff, tenants, a freelance designer and printer.   
10. To assist in delivering involvement training to staff and clients/tenants, involving clients and tenants in the co-design, co-production and co-delivery of this training. 
11. To assist in the training, support and supervision of involved tenants and clients. 
12. To support and maintain positive relationships with external partners and stakeholders. 
13. To keep up to date with all Involvement good practice, sharing this across BHT Sussex as required.
14. To undertake such training as is required to work effectively in the role, including Safeguarding, Professional Boundaries, Equality and Diversity, Information and Cyber Security, and Health and Safety in the Workplace.

It is the duty and responsibility of each employee to familiarise and comply with, BHT Sussex’ health and safety policies and procedures. You are responsible for taking care of yourself to avoid injury to yourself and other persons who may be affected by your acts or omissions at work. You will be required to co-operate with BHT Sussex and others in meeting statutory requirements.
For confidentiality and data security: whilst working for BHT Sussex you may gain knowledge of confidential matters which may include manual, electronic personal and medical information about our Board Members, Staff, clients, residents or third-party contacts. Such information must be considered strictly confidential and must only be used for the purpose for which it was obtained for. Failure to observe BHT Sussex’ GDPR & Data Protection policies and procedures could lead to disciplinary action. In addition, you must comply and handle personal data securely in accordance with BHT Sussex policies and procedures, including the IT Security Policy and Computer Use Policy.
No job description can cover every issue which may arise within the post at various times and the post holder is expected to carry out other duties from time to time which are broadly consistent with those in this document.
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